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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: 2214983 -- _l.l̂ l-_ 

ARCWVES AND HISTORY 

SSIS Data Management Unit 
618 Ponce d e  Leon Avenue, N. E. 
At lan ta ,  Georgia 30308 

October 10, 1980 
_-__I_ 

OV - 3 1980 

894-4477 

OplIatiM Number 

DHR 80-37 __ -----a. . PuaonmContec( 

r____ - Soc ia l  Serv ices  Consultant 

a. 0 Enabl& R.tontlon M u l e :  noord wlll mntinw m .u*ImuIate. I t e m  2 Contact Person 
b. 0 ~ a p o m  of pmsunt accumulation. no further umrnuhtion Mtkipetsd. I t em 7 F i l e  Arrangemen 
e. IB~mnd &pliation NO. 71-343-A -QleckOm: OChwW; CSuperCeds; ovoid 1 2  Retent ion pe r io  

- . -  - . ~  _, _I _. . - ____ 
~ - - . . , . 

Mary Louise I a n i e r  
c --- . Aaloo R e q w n e d  . Update: Items 1 h 6 Unit  Name  

s__ __-l_l_II~ . ~arof5rim R.cord,S.rimTnh ~ l & ~ b ~ t i t k u & h d f k ~ ; i f d l f h m n t ~  
16. 

T i t l e  XX Soc ia l  Services Information Report F i l e s  
. ---- --- I__. 0/1/78 l to p re sen t  L N l h  

_I 

~ Divirion riwl Off- Function Whmt is the funaion d tha Divirion n d  tha Onlo in which thia noord mrw mated? 

The SSIS Data Management Uni t  i s  r e spons ib l e  f o r  preparing t h e  S t a t e  T i t l e  XX Comprehensive 
Annual Serv ices  Plan; 
t i o n  system which w i l l  provide information t o  improve t h e  management and q u a l i t y  of s o c i a l  
s e r v i c e s  i n  t h e  S ta t e ;  f o r  t h e  t r a i n i n g  of new f i e l d  and area s t a f f  i n  t h e  u t i l i z a t i o n  of 
t h e  system and t h e  i n t e r p r e t a t i o n  of management-produced r e p o r t s ;  
S t a t e  and Federal  r e p o r t s  f o r  social  s e r v i c e s  provided t o  e l i g i b l e  c l i e n t s  through T i t l e  XX 
funds. 

development, implementation and maintenance of a computerized informa- 

and f o r  preparing requi red  

~~~ __ 
?Recard6 Series Dnaiptbn 

Documents relating to: 

Thir fib mntainr the foll&na dosumentr (indud. form n u m h  md rttrsr. i t n y ) :  Attach ramples of the file. 

~~ ~ . .. . .  r 

~~ ~. 
Included are: 

Th. fota ir arranged : according t o  form number; thereunder,  numerica,lly by county code number 
assigned by t h e  T i t l e  Soc ia l  Services Information Systems Dat,a Management Unit. 

-_- I__-__ I_-... -_I__ ---_I-- _- 
5 Monthly Retereno Rate How often M mmrdr nferrd to which ua: 

Qn m six month1 old : Sewn to ~*B!VI months ; Thlrpen m wenty4wr months d d  
twmty-fiw month# ud dder 7 *  



this rnim M r  publishnd? If yn, amch mpy."' -- 
in this r i m  MT anal; . .  

_I_..I_ 

y microfilmd? 

T)us innructions p p l v  to dl prior end futun accumulatians of tha rrim. 



' RECORDS MANAGEMEKT UNIT 
~ -~ ~~ .~ - . ~. -. .. 

,'\ ' .For instructions orrtompletind this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: i21-4983 

, .  - ~ . . . ~ . ~ .  .~ . ~~ ~~~~ 

I .  GEORGIA OEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY . 
Title XX Administration 

DHR 
I. ~ 

Ipplication Date 

~. ~. ~~~~ . ~ ~ ~ Staff ~ .. ~~~. Supervisor ~. - ~~ .. 894-'5.473i .~ ~. -~ 
W. K. Price 

~ ~ ~ ~~~~~ -~ ~-~ ~ - ~~~ -~ _~ ~~ 

. .  I. Acticn Rt:.yr:ed 
a. Ercc~, >h iietrntion Schedule; record wi!l continue to accumulate. 

b. Oispore of preent accumulation; nofurther accumulation anticipated. 

c. OAmend Applicaion No. - 7 4-3._43-A-. Check One: c) Change; Supzrrrde; 0 Void 
. -~ ~ ~ ~ ~ - ~ .. . ~~~ -- . 

I. Dates of Series 

iarl ien b t e n  ~' 

5. Remrds Series Title f fo l lowd by tit& uded in office; if differentl 

Title XX Social Services Information Report Files L0/1/78 ~ 1 present- ~ .- ~ ~~~ . 
i. Division and Office Function 

Che Title XX Administration administers and monitors social service programs 
Eunded'by Public Law 93-647, Title XX of the Social Security Act. This ad- 
oinistration works with all divisions within the Department of Human Resources 
lsing Title XX funds; and with services purchased from agencies outside the 
Iepartment. The divisions within D.HR (using Title XX funds) include Family 6 
2hildren Services, Mental Health &Mental Retardation, Physical Eealth,'Voca- 
tional Rehabilitation, and Youth Services, as well a s  the Office of District 
?rograms. 
Che Management Planning and Development Section'is responsible for preparing 
the State Title XX Comprehensive Annual Services Plan; development, imple- 
nentation and maintenance of a computerized information system which will pro- 
ride information to improve the Management and quality of socialservices in 

What i s  the funclion of  the Division and the Office in which this record series is  created? 

~~~~ ~ ___  ~- ~- ~ ~~ . . ~- -~ . .. ~ ~ ~ 

'. Records dr ies Description 
Documents relating to: 

receiving assistance in DHR Social Services programs. 
-Included are: f O r ~ " ~ 5 5 1 1  (Rev.'.'7/78) [Basic Data Form] which shows primary client 
information: SOC. Sec. No., name, birthdate,'.sex,"ethnic origin; child ; 
care and serial no. (DFACS only); . and service provider identification: 
agency code, caseload no. name of provider, and date form completed. 
form 5518 (Rev. 8/78) [Service Provision Form -- Primary Ciient] shows ' ' 

eligibility, DFCS serial no., name of primary client, 6oc. Sec. No.,- goal, 
goal status, ethnic origin, sex, date of birth, service components; form 
5550 (Rev. 8/78) [Service Provision Form - Child Care) shows DFCS'serial, 
name of primary client, SOC. Sec. N o . ,  date of birth, eligibility, goal, ; 
goal status, ethnic origin, and sex; and computer printout. 

This file contains the following do&ments (include form numbers and titles, if any): Attach samples of the file. 

maintaining documentation of services provided to clients 

~. ~ 

The f i le  i s  arranged : alphabetically by county; or, .numl:rically by county code 
I r ,. number assigned by Management Planning and Development . .  Section. . .  . ~ . .  i l  % . ~  '. r . ~'i : 

- ..- > !~--. . ~- _ _  .. . - % \ , ~  
. .  - . . . - . .~ -  ~ ..._ . ~ _ ~ l ~ ~ ~  ~ ~~~ 

I.S%$Q Reference Rate -How often are records referred to  which ere: ., 
L .  

One g$i&anthr old 15 ; Seven to twelve months old . ~ ~- ; Thirteen t o  twenty-four months old : 
twenty-five months and older -~ ? 

__ ~ 
~ ~ -. - . .. ~ _. . ~. ~ 

I. Annual Rate of 4mmulat ion or Aemrdr 

6 Letter-sire d r a e r s  _ ~ _  ; Legaldze drawers - . - ; ' S h e l v a  -. . - __- ; Other /Specify/ - 



c . .  
~ _ _ - -  ---_- - .  . - ~ 

~ ~. ~ ~- . .~  
~~~~ -. .-- -- 

i 
- ~. ~ ~ - 

10. . Questionnaire l P l a p  an "X" in the proper column) 
. 

a. I s  this the official COPY of the series? 
If not. where i s  it? 

- ~~ ~- -. . . ~ ~ .. - .~ ~- 

b. D o e s  the  series mntain coqidential information requiring security handling? If yes. cite law or regulation. \ 1 

~.._~ed~ral B e g u l a t i a n > _ _ 4 5  C ~ F R ~  2 0 ~ 5 . 5 0  a n d  DHR- p o l i c y  c o n c e r n i n g  .- ~ - c l i e n t  
c. I s  this a viral remrd? -[re c o r d s  - - 

_. ~- ~~ 
~ ~- ._ ~~ . . - ~ . .~ ~ 

. 
d. Does this seriss have historical or long term research wlue? 

*. When one or fwo documants in the file make it neceruw to keep the entire file for 8 long period, muld these documents 

<f. Is the informatim mnteined in this series ever published? If yet, atwch copy. 

g. Is  tha infori iatkn mnteined in t h i s  series emr analyzed andlor, record& in B surnwr izd repon? 

h. Is  there a duplication of this Sries in your office, or in anothsr of ice or agenn/? 

~~ .~ . . . -~ .~ . - ~~ ~ .~... .____ ~~ - .. __ ~ 
~ . .~ ~~ -~ 

~ . . ~ 

.L ~ 

~ . .  - . ~ ~ -  ~. ~~ . ~ . 
be scheduled separately? . ~. - ~ . 

~ . -~ ~ - ~ --- ~ ~. ~. . - ~ ~ 
.~ 

~~ _- . . ~- 
If yes, attach mpy. S o c i a l  S e r v i c e s  R e p o r t s  - a t t ached- .  ~ ~ ~ 

i fves.where? p o r t i o n s - c o u n t y  d e p t ? .  k' o t h e r  D H R  o f f  i c e s  

. - -  -~ .,. ~. ~~ 
.~~ - .. . ~~~ 

1. Retention Requirermts The following requins the saries to be kept: * > 

_I --years. 

f. Federal retention instructions years. 

m. State Law __ -~ _ _  years. d. Audit period 

c. Federallaw - ... ~ . - - years. 

Attach copy or excerpt of l a w  or rdpulations. Explain administrative need. 

b. Statute OF limitstion - ~~ . ~ ~ - years. 8. Adminirtrative need 3 -.years. 

.~ 
*! 

8. 

. .  

~ - ~ .  ~ -. ~- ~ - ~~. -..- ~- - .. -~ ~~~ . . 
2. Approwd Disposition Instructions This agency remmmends that the file series be cut off a t  the end of each: 

. 
65 Hold in the current filer area - ~~ -. 6 ~- monthfr) yesr(s); then 
0 Trsnsfer to local holding area: hold 

65 Destroy , . 

Transfer to State Archives for permanent retention. 
Other (si..cifyl ~ . ~ 

yearfs); then 
Tranjfsr to State Records Center; hold 2 - l / 2 - -  . yearfs); then 

. .  

; 

. .  . 
. .. .. 

: o u n t y  6 o t h e r  DHR O f f i c e s  ' 
. . !  

Cut o f f  f i l e  a t  e n d  o f  . e a c h  F e d e r a l  F i s c a l  Year ( S e p t e m b e r  3 0 ) ;  t r a n s f e r  
t o  . l o , c a l  ho l ,d , ing  a r e a ; ,  .ho ld ,  2 y e a r s ;  t h e n  d e s t r o y .  . .  

. . .. 
. .  ? ~ .  ~. , .  . ,  

. .. ~ ~. . . _  . .. . . . . .  
' r i n t o u t  ( r e c e i v e d  quarterly) , - >  

.~ 

I 
. . .. . 

same r e t e n t i o n  a s  f o r m s .  
~I . 

> .  . ) . .  

in.+-,,&.-- ...r-.:u..f --..I., * .o al l  prio: and future accumulations of the series. . 
, -. 
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APPLICATION FOR RECORDS RETENTION SCHEDULE I 

! I  

i I Title XX Social Services Information Report Files 
I 

Continuation page -3  

6 .  the State; for the training of new field and area staff 
in the utilization of the system and the interpretation 
of management produced reports; and for preparing re- 
quired State and Federal reports for social services pro- 
vided to eligible clients through Title XX Funds. 


